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ABSTRACT 

This secondary unit of instruction on handling sales 
orders is one of sixteen Common Core Onits in Business Education 
(CCfJBE) . The units were designed for iirplement ing the sixteen common 
core competencies identified in the California Business Education 
Program Guide for Office and Distributive Education. Each 
coDpetenc)*based unit is designed to facilitate personalized 
instruction and may include five types of materials: (1) a teacher's 
guide, vhich provides specific strategies for the units as veil as 
suggestions for the *use of the materials: (2) a student manual, vhich 
directs the student through the unit's activities and jobs and brings 
the student to the competency level for the unit; (3) working papers, 
which are consumable materials used in completing the jobs and 
activities described in the student manual: (4) pre/post tests and 
quizzes: ai^d (5) suggested electronic media. A strategies manual and 
the California Business Education Program Guide and supplements are 
also availabl€--see note. (LRA) 
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SORTING, CHECKING, ANDVERIFYING 

Teacher's Guide 

INTRODUCTORY NOTES 

In this unit, the students are to "Assume they are being trained as new employees for the Cali- 
fornia Catalog Showroom Store (C.C.S.S.). The store sells consumer goods to the public; therefore, 
a sales tax of 6 percent is charged on all sales. Sales tax can be readily verified mentally or by using 
a 10-key adding machine or a 6 percent sales tax chart. 

As new store employees, students will be using a C.C.S.S. Employee Training Manual {Student 
Working Papers), Students should be encouraged to progress at their own pace through this manua!. 
The manual includes all questions and source documents necessary to complete the unit. All tasks 
in the manual are referred to as jobs rather than activities. The jobs included in this unit are not 
difficult, yet they will challenge most students since they demand careful work skills. Reviews and 
self-evaluations are built into the unit. 

On-the-job training is given on tape. The time between listening and doing is kept at a mini- 
mum. Students will listen for a short time and then become active in either looking at an illustration 
or completing a job. The students will work through four tapes. Each tape is progressively shorter; 
students will feel they are progressing at a faster and faster rate while going through each tape. 
Except for the answers to the pre-/post-test, job answers are included on the tapes. You should 
stress to your students the importance of completing each job before listening to the job answers 
on the tape. If a student does copy answers off the tape, s/he will most likely fail the post-test 
and have to complete the entire unit again. 



UNIT OBJECTIVES 

Upon completion of this unit, students will be able to accurately complete sales order forms. 
Using 45 sales orders, they will be able to do each of the following activities with at least 90 per- 
cent accuracy: 

• SORT 45 sales orders into alphabetical and numerical order. 
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Unit Objectives, Continued 

• CHECK and compare names and numbers on sales orders with names and numbers on the 
form to which they have been transferred and make the necessary corrections. 

• VERIFY data for accuracy and omissions by answering questions relating to the sales 
orders. 



MATERIALS NEEDED 

• Cassette tapes 1-4 (Sorting, Checking, and Verifying) 

• Student Working Papers (C.C.S.S. Employee Training Manual) 

• A pair of sci^ ors 

• Optional: A 6 percent sales tax chart 

Use of rubber fingers or finger moisture cream 



GETTING STARTED 

• Give the student Working Papers (C.C.S.S. Training Manual) 

• Give the student Tape 1 of Sorting, Checking, and Verifying 

• All instructions are given on tape - including the pre-test 

• Upon completion of the four tapes, administer the post-test 



TEACHING TIPS 

At certain points in the tapes, /Y students experience difficulty, they are referred to the in- 
structor for additional help. These teacher contact points are at the end of Tape 2 (Job 4-A), Tape 
3 (Job 6-A), and Tape 4 (Job 8-A). Carelessness is indicated if students score 70 percent or below 
on Review Jobs 4-A, 6-A, or 8-A. The teacher should make sure that these students have a function- 
al knowledge of the alphabet and are skilled in numerical filing. Accuracy, rather than speed, 
should be stressed for jobs in this unit. 

Most students should progress through this unit with little or no help from the instructor. 
You may find the following check points helpful in tracking student progress: 

er|c 
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Teaching Tips, Continued 



Check Point 
1 



2 
3 
4 
5 



Activity 

End of Tape 1 



End of Tape 2 
End of Tape 3 
End of Tape 4 
Post-test 



Things to Note 

Sales Orders 
Instruction' 

Jobs 1— 4 cc 

Jobs 5-6 r 

Jobs 7—8 Co,. 

Evaluation/Grauu 



10104 completed 
NT" 



It is desirable for each student to have a copy of the student working paperb C.S.S. Training 
Manual). If budget restrictions do not permit your making a copy of the working papers for each 
student, you do have another option. You may place pages 1—17 (omitting l ^, pp. 4-6) of the 
working papers in separate binders or folders. The students would not be allr ^d to write in these 
folders. Job answer sheets (sample attached), however, would be used for sIl nts to record their 
answers. Sales orders 10060-10098 could be reused by storing them in envelopes. You would 
need only 5-10, or as many complete sets of the student working papers as you expect to have 
students working on this unit at any one time. Under this plan you would need copies of the job 
answer sheet, page 17 of the working papsrs, sales orders 10099-10104, and the post-test for 
each student - or as little as six sheets of paper for each student. 



PRE7P0ST-TEST ANSWERS 

To challenge the unit, students must earn a score of at least 90% accuracy on each of the five 
sections of the pre /post-test. Since the pre /post-test is time consuming, it is suggested that most 
students skip the pre test and start immediately with Tape 1 . Since the pre-/post-test is a part of the 
student working papers, if you decide to skip the test, be sure to remove pages 4—6 and the last 
page of saies order forms (No. 10105-10106) from the student working papers. Staple these pages 
together to use as a post-test. A second post-test has also been included for your convenience. 

Sample job sheets pre-/post-tests, and the connect answers are included on the pages which 
follow. 
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SORTING, CHECKING, AND VERIFYING 
Job Answer Sheet 



2. 

4. 

8. 

9. 
10. 
16. 
19. 
24. 
30. 
33. 
36. 
40. 
42. 
43. 
44. 
45. 



Job 1 
10062 



10102 



10076 



10078 



10067 



10101 



10073 



10100 



10104 



10071 



10068 



10084 



10079 



10077 



10075 



10063 



Job 2 

ANAHEIM 

AUBUHN 

BAKERSFIELDi^ 

CARMEL 

CHICO 

CRESCENT CITY 
ELCENTRO 
ESCONDIDO 
FORT BRAGG 
FRESNO ✓ 
LOS ANGELES'^ 
MARYSVILLE^^ 
MODESTO 
MONTEREY 
NEWPORT BEACH ✓ 
RIVERSIDEy' 
SACRAMENTO «^ 
SAN BERNARDINO 

SAN DIEGO 
SAN FRANCISCO 
SAN JOSE 
STOCKTON 
TAHOE CITY 
TURLOCK 
UKIAH «^ 
VISALIA . 
WALNUT CREEKV^ 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Job 3 
10070 



10076 



10081 



10073 



10091 



10094 



10095 



10064 



10086 



10082 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Job 4 

7 



women 



8 



11 



Job4A 



1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



14 



16 



women 



Jade Bracelet 



SELF-EVALUATION 



JOB 


EXCELLENT 


GOOD 


FAIR 


NEEDS IMPROVEMENT 


1 










2 










3 










4 










4-A 











ERIC 
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SORTING. CHECKING, AND VERIFYING 



Job Answer Sheet 



_1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 



JobS 
10064 



10067 



10071 



10074 



10078 



10080 



10084 



10086 



10090 



10096 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 



Job 6 
Oceanside 
$ S6.34 
Elsie Flanagin 
10 



30 



Juan Chacon 
(714>384-2217 
SI 58.94 



$211.89 



25 



A purse 



$262.54 



$189.21 



$ 11.94 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 



Job 6A 
Juan Chacon 



T. Flannawn 



(714> 667-2143 
ElToro 



_ 6. 10075 



.24<y 



20 



$ 49.95 



Luggage 



$285.43 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Job 7 
$ 21.32 



$355.31 



10060 



10068 



10070 



10081 



10087 



10089 



10090 



$376.63 



Marion Norman 



Job 8 
* 



$ 25.41 



Mastercharge 



$422.19 



out-of-stock 
Ralph Gaeir 
$352.05 



SELF EVALUATION 



JOB 


EXCELLENT 


GOOD 


FAIR 


NEEDS IMPROVEMENT 


5 










6 










6A 










7 










8 










8A 











'Several parts to answer — check tape 4. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Job BA 
11 



$184.70 



Randy Gaier 



1 



check 



Qif Brown 
C. Christen 
Slim BiUfold 

Chris 

Newport Beach 
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PRE TEST/POST TEST I 
PART 1 

NAME KJiX. 

Dinctions: Read sach of the quaitioni btlow. Anuttr each quattion using ulat 

order formi No. 10060 to 10008 on page* 18 to 30 in your booklet. 
Put your antwtfrt in the answer column. 



1. 


17 


1. 


How many sales orders were completed for women? 


2. 


Women 


2. 


Did more men or women purchase styler dryers? 


3. 


6 


3. 


How many Shower Massagers No. P30182 were sold? 


4. 


7 


4. 


How many customers ordered three different items on one form? 


5. 


ChristoDherson. J. 


5. 


Which customer had the highest sales total on one form? 


6. 


(408» 349-1243 


6. 


What is John Christopherson's phone number? 


7. 


33 Carlos Place 


7. 


What is the street address of Ray Carver? 


8. 


2 


8. 


How many customers purchased Alarm Clock No. H20168? 


9. 


$11.99 


9. 


What was the amount of the highest sales tax on any one form? 


10. 


10077 


10. 


Which sales order was made out to Franklin Washington? 


11. 


S1.40(or)V'ristband ii 


What was the least expensive item sold during the day? 


12. 


S20.n 


12. 


What was the total amount (including tax) on Sales Order 10079? 


13. 


Riverside 


13. 


In what city does Diana Hennry 1 /e? 


14. 


to 


14. 


How many sales slips did Chris complete? 


15. 


S19.9S 


15. 


What is the price of one Crock Pot No. H201 28? 


16. 


5 


16. 


How many people paid using a BankAmericard? 


17. 


1 


17. 


How many wrist exercisers (No. S80171) sold? 


18. 


2 


18. 


How many Aluminum Tennis Rackets (No. S80192) sold? 


19. 


5 


19. 


How many customers have a phone number in the 209 area code? 


20. 


S189.21 


20. 


What was the total amount sold to Diane Henry? 


O 

ERIC 
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PRE TEST/POST TEST I 
PART II 

DIRECTIONS: Utt mIm ihpi 10061 through 10003 to vtrify tht data on thuialet lummary shMt 
btlow. If you find an nrror on th« summary ihott, draw a lint through tha arror. Placa your cor* 
raction abovt tha incorract itam. 



SALES SUMMARY B A N K A M E R I C A R D 



Data 



Cuitomar 



aarfc 



Total 



Salat 
Tax 



Total 



Marilyn 

1 006 1 4/7/76 Arallano, M. Bob 

4/7/76 Carvtr, Ray Chrit 

10078 Chacon 

10087^ 4/7/76 CHo««rV;Juan Ann 

10082 Tamura Chris 

10002 4/7/76 T«*K>#«, George Urry- 

10003 4/7/76 Kinnay.Sara Ann 



S 88.25 $ 

53.15 

51.65 
35.47 
-^>74 
33.43 



5.30 $ 93.55 
3.19 

-M^ 66.34 



3.10 

2.13 
2.01 



-34^ —2m - 



54.75 
37.60 

^f.oe- 

3S.44 



$261.95 $ 15.73 $277.68 

S26aje (dfi£ct $m:tA 



PART III 

DIRECTIONS: On the last page of your training manual, you will find sales orderformsNo. 10105 
and 10106. You are to complete these forms using the information given below. Please date all 
forms 4/8/76. 



Method Itwn PurchMwl Total 
SaUt of Catalofl NumlMr Coit Mn 
Ordtt Cuitomar Paymant PagaNumbar Each Tax 



10105 Mr. Randal Keats 
21 Oak Grove 
San Carlos, CA 94070 
(415) 599 2217 



B/A 



3 baseball 
gloves 
No. S80189 
p. 345 



$ 13.95 $ 2.51 



10106 Ms. Bette Smith 
21 Town Drive 
Napa, CA 94558 
(707) 236 1127 



Check 



2 pens 
No. 060157 
p. 237 



3.97 



.36 



ERIC 
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PRE TEST/POST TEST I 
PART IV 

B9for9 starting Section I, leparate Sales Orders No. 10060-10098 by cutting f em along the dotted 
lines. Be sure to use only forms 10060-10098 to answer the questions below. 

Section I 

DIRECTIONS: Now arrange your sales order forms in numerical order, according to sales order 
numbers. List the sales orders requested below, starting with the 4th order form from the top of 
the stack. 

Examples: 2nd order form in the stack 10061 
6th order form in the stack 10065 



4th 


10063 


14th 


10073 


25th 


10084 


34th 


10093 


5th 


10064 


17th 


10076 


27th 


10086 


35th 


100?* 


7th 


10066 


18th 


10077 


30th 


10089 


37th 


10096 


9th 


10068 


21st 


10080 


31st 


10090 


38th 


10097 


11th 


10070 


24th 


10083 


33rd 


10092 


39th 


10098 



Section II 

DIRECTIONS: Place the sales order forms in alphabetical order, according to the customer's last 
name. List the sales order numbers for the forms requested below. 



Examples: 1 st order form in the stack 10061 
9th order form in the stack 10060 



2nd 


10062 


7th 


10078 


17th 


10098 


25th 


10094 


3rd 


10070 


8th 


10067 


18th 


10066 


26th 


10093 


4th 


10074 


14th 


10087 


20th 


10091 


27th 


10071 


5th 


10097 


15th 


10089 


21st 


10088 


36th 


10079 


6th 


10076 


16th 


10073 


22nd 


1006S/80/8S 


38th 


10075 



^0 
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QDmr. 

□ Ml. 

ml 



KEY: PRE-TEST/POST-TEST I 



N 



0 



CITY 



s 








c 




/i. 


L 


0 


s 





















IIP 








f 


H 


0 


7\o 



DAT! 



TlLlfHONlNO. 



SALES ^ORDER 

J 01 05 

□ CAIN □cMtCK 



□ Me 











s 






/ 












































































CALIFORNIA CATALOG 

SHOWROOM STORE 


NANOIU TOTAL 






^|SALEtTAX 






1 TOTAL 







□ MR. 
AOOWllt 



SALES ORDER 

10106 



a 1 



CITY 



n 



IIP OATt TIUWMOWIWO. 

^Iyl5l5|g| I' 7 1 I i y^Ai\(>\\\iu\7\ 



□ CAiH CHICK 

□ tA □ MC 





0 


6 


0 


/ 


s 


7 


Si 




,?37 




9.7 


7 




























































CALIFORNIA CATALOG ■ 


Mf nCHANOISf TOTAL 


7 


9Y 




^|SALf • TAX 




36 




1 TOTAL 


2J 


^0 
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□ MR. 

□ Mt. 



SALES ORDER 

Ertra Form In case of errors 















































INI 



IIP 



OATl 



TH,l»MONlNO. 



j DAY j TT" j A C 



□ CASK QCMtCK 

□ iA □ MC 



Qt^T 
CIRT. 















































11 
































1 








CALIFORNIA CATALOG ^ 
SHOWROOM STORE 


HANOISf TOTAL 






^TlALIt TAX 






1 TOTAL 
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NAME. 



Directions: 



1. 



22 



2. Men 

3. J 

4. 6 



5. Elsie Flanagan 

6. (213) 567-1337 

7. No 



8. 14 Seaview Court 

9. 3 



10. 24^ 



11. 10093 



PR E-T EST/POST-T EST 1 1 

PARTI 

Read each of the questions below. Answer each question using sales 
order forms No. 10060 to 10098 on pages 18 to 30 in your booklet. 
Put your answers in the answer column. 

1 . How many sales orders were completed for men? 

2. Did more men or women purchase alarm clocks? 

3. How many electronic calculators (No. 060149) were sold? 

4. How many orders came from people living in San Diego? 

5. Which customer had the lowest sales total on one form? 

6. What is John Christofferson's phone number? 

7. Did Elsie Flanagan pay by MasterCharge? 

8. What is the street address of John Christofferson? 

9. How many customers purchased styler/dryer No. P30137? 

10. What was the amount of the lowest sales tax on any one form? 

1 1 . Which sales order was made out to Sara Kinney? 



12. Electronic LED Watch 12. What was the most expensive item sold during the day? 



13. $98.21 



14. 

15. Tracy 
16. 



14 



17. 8 
18 



12 



19. $158.94 



13. What was the total amount (including tax) on sales order No. 
10092? 

14. How many people paid cash for their orders? 

15. In what city does Diane Henry live? 

16. How many sales slips did Bob complete? 

17. How many people paid using a MasterCharge card? 

18. How many customers have a phone number in the 714 area code? 

19. What was the total amount (including tax) sold to Jose Rodriquez? 



20. One Emotion Ring 20. What did Ms. Flanagan purchased by check? 



12 



ERIC 
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PRE-TEST/POST-TEST II 
PART II 



DIRECTIONS: Use sales slips 10061 through 10098 to verify the data on the sales summary sheet 
below. If you find an error on the summary sheet, draw a line through the error. Place your cor- 
rection above the incorrect item. 

SALES SUMMARY GIFT CERTIFICATES 



Sales 
Order 



Date 



Customer 



Sales 
Clerk 



Mdse. 
Total 



Sales 
Tax 



Total 







Trihn 




10079 


4/7/76 


Thiin, Doris 


Bob 


10094 






Chris 


t0049- 


4/7/76 


Johnson, Caroline 


Amr 






Cailo 


Terry 


10097 


4/7/76 


Caillo, Conception 



1.14 

$ 18.97 $-^T41- $ 20.11 

34.47 36.54 
-- 34:7* 2.07 — 36^*5 

88.90 
89 .oU 



83.87 5.03 
$137.31 $ S.24 



$145.55 



PART III 

DIRECTIONS: On the last page of your training manual, you will find sales order forms No. 10105 
and 10106. You are to complete these forms using the information given below. Please date all 
forms 4/8/76. 



Sales 
Order 



Customer 



10105 Mr. James Reedy 
33 Oak Court 

San Carlos, CA 94070 
(415) 59M112 

1 01 06 Ms. June Richmond 
33 Bell Avenue 
Napa, CA 94558 
(707)211-3267 



Method Item Purchased Total 
of Catalog Number Cost Sales 
Payment Page Number Each Tax 



M/C 



Cash 



3 tennis 
rackets 
No. 8801 91 
p. 345 

1 pen 

No. 060158 
p. 238 



$ 13.95 $ 2.51 



4.00 



.24 
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PRE-TEST/POST-TEST II 
PART IV 

Before starting Section I, separate Sales Orders No. 10060-10098 by cutting them along the 
dotted lines. 

Section I 

DIRECTIONS: Place the sales order forms in alphabetical order, according to the customer's last 
name. List the sales order numbers for the forms requested below. Be sure to use only forms 10060 
-10098. 

Examples: 1st order form in the stack 10061 
8th order form in the stack 10067 



3rd 10070 



5th 10097 



6th 10076 



7th 10078 



9th 10060 



10th 10081 



11th 10072 or 92 
13th 10083 



14th 10087 



17th 10098 



19th 10096 



20th 10091 



21st 10088 



23rd 10065/80/85 
24th 1006S/80/8S 



26th 10093 



28th 10095 



29th 10090 



32nd 10064 or 86 
34th 10084 



Section II 

DIRECTIONS: Now arrange your sales order forms in numerical order, according to sales order 
numbers. List the sales orders requested below, starting with the 3rd order form from the top of 
the stack. Be sure to use only forms 10060-10098. 

Examples: 2nd order form in the stack 10061 
7th order form in the stack 10066 

3rd 10062 iRth 10074 23rd_10082 32rdJ0092 



Rth 1006S 



8th 10067 



10th 10069 
12th 10071 



16th 1007S 



17th 10076 



19th 10078 



22nd 10081 



26th_10Q85_ 



28th 10087 



29th_10Q88_ 



32nd 10091 



34th 10093 



36th 1009S 



37th 10096 



38th 10097 



ERIC 



^4 



^ ^A «TM^'X»P ■ , , , , I 



AOOWtf 



3l3l \6\/t 



u 



« r 



CITY 



^ /9 <(e ^ 



STATE 


C 





H» DATI TlLiyHONlNO. 

lylykbbl I 7 I 1 \^s\9\i\i\i\iU 
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SALES ORDER 
J 01 05 

□ CASH QCMICH 

□ iA g] MC 

□ 
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SORTING, CHECKING, AND VERIFYING 
Job Answer Sheet 



Job 1 Job 2 Job 3 Job 4 

2. ANAHEIM 1. 1. 

A AUBURN 2 2 

BAKERSFIELD " " 

8. CARMEL 3. J. 

9. CHICO 4. 4. 

in CRESCENT CITY c 5 

ELCENTRO ^ _ 

16. ESCONDIDO °- °- 

19. FORT BRAGG 7. 7. 

24. FRESNO 8. 8. 

LOS ANGELES g 9. 

MARYSVILLE iq 10 

MODESTO 

MONTEREY 



30 
33 
36 



40. NEWPORT BEACH Job4A 

42 RIVERSIDE . 

SACRAMENTO ^- 

^"^^ SAN BERNARDINO 2. 

44. SAN DIEGO ✓ 

45. SAN FRANCISCO 

SAN JOSE 



3. 
4. 



7. 



STOCKTON 5 

TAHOE CITY 6 
TURLOCK 
UKIAH 

VISALIA 8. 

WALNUT CREEK 9. 

10. 
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Job Answer Sheet 



Jobs 



Job 6 



Job 6A 



Job? 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



1. _ 

2. _ 

3. _ 

4. _ 

5. _ 

6. _ 

7. _. 

8. - 

9. _ 

10. _ 

11. _ 

12. _ 

13. _ 

14. _ 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Job 8 
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Job BA 



JOB 
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GOOD 


FAIR 


NEEDS IMPROVEMENT 


5 










6 










6A 










7 










8 










8A 











1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Sorting, Checking, 




ERIC 



SORTING, CHECKING 
AND VERIFYING 



Written by 

ROGER SELSBACK 
Instructor 

Capuchino High School 
San Bruno, California 



Copyright (c) California State Department of Education 1977 

This document was prepared by the Office of the Contra Costa County Superintendent of Schools in cooperation 
with the California State Department of Education in a project funded under the Vocational Education Act, Public 
Law 90-576, The content does not necessarily reflect the position or policy of the U. S. Office of Education, Depart- 
ment of Health, Education, and Welfare, and no official endorsement of that office should be inferred. 



19 



SORTING, CHECKING, AND VERIFYING 
STUDENT WORKING PAPERS PAGE 1 



p OCXa OO OOOCBOCaaPO O QOOOOOOCDOpOOOOQOOQOOOCMX 



TRAINING MANUAL 



for 

Cb Cb Sb Sb 

Employees 



California Catalog 
Showroom Store 



2700 Van Ness Avenue 
San Francisco, CA 94019 
(415)878-9449 



Manager: Ms. Parson 



IOQBBBB( 




<0 



SORTING, CHECKING, AND VERIFYING 
STUDENT WORKING PAPERS PAGE 3 



TRAINING PROGRAM 




OBJECTIVES 



Upon completion of this training you will be able to accurately complete sales order forms. 
Using 45 sales orders, you will be able to do each of the following activities with 90 per cent ac- 
curacy. 

^ SORT 45 sales orders into alphabetical and numerical drder. 

CHECK and compare names and numbers on the sales orders with names and numbers 

on the form to which they have been transferred and make the necessary corrections. 

» VERIFY data for accuracy and omissions by answering questions relating to the sales 
orders. 
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PRE-TEST/POST TEST I 
PARTI 

NAME 

Directions: Read each of the questions below. Answer each question using sales 

order forms No. 10060 to 10098 on pages 18 to 30 in your booklet. 
Put your answers in the answer column. 

1 . 1 . How many sales orders were completed for women? 

2. 2. Did more men or women purchase styler dryers? 

3. 3. How many Shower Massagers No. P301 82 were sold? 

4. 4. How many customers ordered three different items on one form? 

5. 5. Which customer had the highest sales total on one form? 

6. 6. What is John Christopherson's phone number? 

7. 7. What is the street address of Ray Carver? 

8. 8. How many customers purchased Alarm Clock No. H20168? 

9. 9. What was the amount of the highest sales tax on any one form? 

10. 10. Which sales order was made out to Franklin Washington? 

11. 11. What was the least expensive item sold during the day? 

12. 12. What was the total amount (including tax) on Sales Order 10079? 

13. 13. In what city does Diana Hennry live? 

14. 14. How many sales slips did Chris complete? 

15. 15. What is the price of one Crock Pot No. H20128? 

16. 16. How many people paid using a BankAmericard? 

17. 17. How many wrist exercisers (No. 8801 71) sold? 

18. 18. How many Aluminum Tennis Rackets (No. S80192) sold? 

19. 19. How many customers have a phone number in the 209 area code? 

20. 20. What was the total amount sold to Diane Henry? 
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PRE-TEST/POST-TEST I 



PART II 



DIRECTIONS: Use sales slips 10061 through 10093 to verify the data on the sales summary sheet 
below. If you find an error on the summary sheet, draw a line through the error. Place your cor- 
rection above the incorrect item. 



SALES SUMMARY B A N K A M E R I C A R D 



Order 



Date 



Custom ar 



a«ffc 



TottI 



Tax 



Total 



10061 4/7/76 



10067 4/7/76 



10087 4/7/76 



10092 4/7/76 



10093 4/7/76 



Arellano, M. Bob 

Carver, Ray Chrit 

Chocon, Juan Ann 

Tamora, George Terry 

Kinney, Sara Ann 



$ 88.25 $ 5.30 $ 93.55 



53.15 3.91 56.34 



51.65 3.10 54.75 



35.74 2.13 37.06 



34.47 2.07 36.54 



$263.26 $ 16.51 $278.24 



PART III 



DIRECTIONS: On the last page of your training manual, you will find sales order form No. 10105 
and 10106. You are to complete these forms using the information given below. Please date all 
forms 4/8/76. 

MMhod Itwn PurchSMd Total 
SalM of Catalog Numbw Coit Salai 

Order Cuitumtr Paymant PagaNumbar Each Tax 



10105 Mr. Randal Keats 
21 Oak Grove 
San Carlos, CA 94070 
(415)599-2217 



B/A 



3 baseball 
gloves 
No. S80189 
p. 345 



$ 13.9& $ 2.51 
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10106 Ms. Bette Smith 
21 Town Drive 
Napa, CA 94658 

(707) 236-1127 



Check 



^•3 



2 pens 
No. 060157 
p. 237 



3.97 



.36 
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PRE-TEST/POST-TEST I 
PART. IV 

Before starting Section I. separate Sales Orders No. 10060-10098 by cutting them along the dotted 
lines. Be sure to use only forms 10060-10098 to answer the questions below. 

Section I 

DIRECTIONS: Now arrange your sales order forms in numerical order, according to sales order 
numbers. List the sales orders requested below, starting with the 4th order form from the top of 
the stack. 



Examples: 2nd order form in the stack 10061 
6th order form in the stack 10065 

4th 14th 25th .._ 34th 

5th 17th 27th 35th 

7th 18th 30th 37th 

9th 21st 31st 38th 

11th 24th 33rd 39th 



Section 1 1 

DIRECTIONS: Place the sales order forms in alphabetical order, according to the customer's last 
name. List the sales order numbers for the forms requested below. 

Examples: 1st order form in the stack 10061 
9th order form in the stac k 10060 



2nd. 7th 17th 25th 

3rd 8th 18th 26th 

4th 14th 20th 27th 

5th 15th 21st 36th 

6th 16th 22nd 38th 



THE SALES ORDER 



1 



oi M iioio m eoi n 
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7> 
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J 1 
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H' 
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/>/ 
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CITY 




k|/|r> 


11 
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3 



1 



vol 


10/ 




1 2 
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\ 


















> 

1 






CALIFORNIA CATALOG ■ 


MERCHANDISE TOTAL 


// 


It 




. SALES TAK 




7/ 




^nyWRQOM STORE 


TOTAL 


/3 


i\ 



DEPARTMENT CODES 



J-10 
H-20 
P-30 
L-40 



Jewelry 
Household 
Personal Care 
Luggage 



O-60 
T-70 
S-80 



= Music 

= Office Supplies 

- Toys 

- Sporting Goods 



SALES ORDERS FOR STUDENTS TO COMPLETE 



Salei 
Order 
Number 


Customer 


Method 
of 

Payment 


Item 
Purchased 


Catalog 
Number 
&Page 


Cost 
Each 


Total 
Sales 
Tax 


10099 


Mr. Ralph Gaeir 
727 North Lake Drive 
Antioch,CA 94509 
(415) 757-2239 


B/A 


2 - Fishing reels 


NO.S80187 
p. 347 


$ 14.00 


$ 1.68 


10100 


Ms. Diane Galvin 
23 IVIeadowbrook Court 
Pittsburg, CA 94565 
(415) 439-2700 


Gift 
Cert. 


4 - Sleeping bags 


No,S80143 
p. 343 


19.00 


4.56 


10101 


Ms. Barbara Coats 
331 Elsie Court 
Martinez, CA 94553 
(415)228-3146 


Cash 


1 • Mixing bovi/l set 


No. H20123 
p. 76 


6.00 


.36 


10102 


Mr. BobBentley 
21 North Gate Road 
Vallejo,CA 94590 
(707) 644-3026 


Check 


3 - Baseball bats 
1- Softball 


N0.S8OI88 
N0.S8OI86 

p. 345 


7.50 
1.50 


1.35 
.09 


10103 


Ms. JudyBendure 
621 Hilltop Drive 
Oroville,CA 95965 
(916) 236-9212 


Check 


2 -Pen and pencil 
sets 


No. 060156 
p. 237 


12.95 


1.55 


10104 


Mr, Larry Hopkins 
37 Tiptoe Court 
Sonora.CA 95370 
(209)347-1126 


Cash 


1 - Bathroom scale 
2 -Bath mats 


No. H20129 
No, H20131 

P. 68 


8.35 
3.00 


.50 
.36 
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HP 
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JOB ANSWER SHEET 



2. 
4. 
8. 
9. 



2nd from 

10062 



top 



16. 
19. 
24. 



JOB 1 
30 
33. 
36. 
40. 



42. 
43. 
44. 
45. 



ANAHEIM 

AUBURN 

BAKERSFIELD 

CARMEL 

CHICO 

CRESCENT CITY 
ELCENTRO 
ESCONDIDO 
FORT BRAGG 



JOB 2 

FRESNO 

LOS ANGELES 

MARYSVILLE 

MODESTO 

MONTEREY 

NEWPORT BEACH 

RIVERSIDE 

SACRAMENTO 

SAN BERNARDINO 



SAN DIEGO 
SAN FRANCISCO 
SAN JOSE 
STOCKTON 
TAHOE CITY 
TURLOCK 
UKIAH 
VISALIA 
WALNUT CREEK 



1. 
2. 
3. 
4. 



10070 



JOB 3 

(You will not use all the blanks) 

5. 9._ 

6. 10. _ 

7. 11. _ 

8. 12. 
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GOOD 


FAIR 


NEEDS IMPROVEMENT 


1. 










2. 










3. 
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X)B4 

1 . How many sales orders were completed by Terry? 

2. Did more men or women purchase Styler/Dryers? 

3. How many Steam and Dry Irons (No. H20136) were sold? 

4. How many customers paid by using a MasterCharge card? 

5. How many men purchased a Rower Exerciser No. S80168? 

6. How many sales orders were from San Francisco? 

7. How many Tan Metal Bookcases No. 060127 were sold? 

8. How many rower exercisers were sold? 

9. How many customers paid by cash? 

10. How many sales orders were completed by Ann? 

JOB 4-A 

IF YOU SCORED GOOD OR EXCELLENT ON JOB 4, you may SKIP 
these questions. Go directly to Job 5 on page 1 1 . 

1. How many sales orders were completed for people in Los Angeles? 

2. How many sales orders were completed by Bob? 

3. How many sleeping bags were sold? 

4. How many shower massagers were sold? 

5. How many customers paid by BankAmericard? 

6. How many women purchased electronic calculators? 

7. How many sales orders were completed for people living in San Diego? 

8. How many customers paid by check? 

9. Did more women or men purchase styler/dryers? 

10. What item was purchased on sales order No. 10069? 



SELF^EVALUATION 
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GOOD 
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JOBS 

Example: 3rd (from top) 10062 



1. 5th 6. 21st 

2. 8th 7. 25th 

3. 12th . 8. 27th 

4. 15th 9. 31st 

5. 19th \ 10. 37th 



JOB 6 

1 . In what city does Ted Penrose live? 

2. What was the amount of the total sales (including tax) to Ray Carver? 

3. Which customer purchased an Emotion Ring? 

4. How many sales came from Area Code 415? 

5. How many sales (including tax) were for under $50? 

6. Which customer purchased two tennis rackets? 

7. What is Ms. Flannagan's phone number? 

8. What was the total dollar amount (includingtax) sold to Mr. Rodriquez? 

9. What was the total amount (including tax) sold to Christopherson? 

10. How many sales slips were completed for men on 4/7/76? 

1 1 . Which item was out of stock? 

12. What was the dollar amount of sales in the Household Department (not 
includingtax)? 

13. What was the total dollar amount (including tax) sold to Ms. Henry? 

14. What was the highest sales tax on one order? 



SELF-EVALUATION 



JOB 


EXCELLENT 


GOOD 


FAIR 


NEEDS IMPROVEMENT 
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JOB 6-A 

IF YOU SCORED GOOD OR EXCELLENT ON JOB 6, you may SKIP 
these questions. Go directly to Job 7 on page 13. 

1 . Which customer purchased three wrist bands? 

2. How many sales were for over $100 (including tax)? 

3. How many sales were from Area Code 408? 

4. Which customer purchased a skateboard? 

5. What is Mr. Christian's phone number? 

6. In what city ddes Ms. Flannagan live? 

7. How many sales orders were completed for Jose Rodriquez? 

8. What was the amount of the lowest sales tax on any one order? 

9. How many sales orders were completed for Ms. Hennry? 

10. How many items were out of stock? 

1 1 . How many sales slips were completed for women on 4/7/76? 

12. What was the dollar amount of sales (excluding tax) in the Toy De- 
partment? 

13. Which department is identified by the code L-40? 

14. How many electronic calculators were sold? 

15. What was the dollar amount of sales (excluding tax) in the Jewelry 
Department? 

16. How many styler/dryers were sold? 

17. How many sales came from customers living in San Diego? 

18. How many steam and dry irons were sold? 
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JOB 7 

1 . What was the total amount of sales tax on MasterCharge sales? 

2. What was the merchandise total on MasterCharge sales? 

300. Which sales order numbers were charged on MasterCharge cards? 

3. 5. 7. 9. 

4. 6. 8. 10. 

1 1 . What was the sales total (including tax) on MasterCharge sales? 

12. Which customer made the smallest purchase on a MasterCharge card? 

JOBS 

1. List two customers who ordered exactly the same items: 

2. Mr. Yamamoto feels there is a mistake on his sales order. Find and cor- 
rect the error. 

3. Find and correct the error in one of Chris' sales orders. 

4. Which credit card was used more frequently on 4/7/76: MasterCharge 

or BankAmericard? 

5. What was the total amount (including tax) sold by Terry? 

6. How many customers live within the 213 Area Code? 

7. Why was a line drawn through No. L40101 on order No. 10095? 

8. Which customer purchased two fishing reels? 

9. What was the total amount (including tax) sold by Ann? 

10. How many of the customers purchased three different items on one 

order form? 
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JOB 8-A 

IF YOU SCORED GOOD OR EXCELLENT on Job 8, you may SKIP 
these questions. Ask your instructor for the Post-Test. 

1. How many customers purchased only two different items on one order 
form? 

2. What was the total amount (including tax) sold on the order forms 
you completed? 

3. Which customer purchased a Thermos? 

4. How many customers live within the 805 Area Code? 

5. Were there more sales by cash or by check on 4/7/76? 

6. Which customer made a master charge purchase for a total of $37.06? 

7. Which customer made the highest total purchase using a Master Charge 
card? 

8. What did J. McCormick purchase? 

9. Which sales clerk completed order number 1 0082? 
10. What city has the zip code 92661? 
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Tlx 


Totil 


10060 


4/7/76 


Chriitw.Chri! 


Tarry 


$101.15 


$6,07 


$10/.22 


10068 


4/7/76 


PwroMjid 


Ann 


88.70 


5.23 


94.02 


10070 


4/7/76 


Brown, Clifford 


Chrii 


34.96 


2.10 


37.06 


10075 


4/7/76 


Wono Tina 


Ann 

m II 1 


3519 


215 


3806 


10081 


4/7/76 


Christian, C. 


Chris 


41.70 


2.50 


44.20 


10086 


4/7/76 


Del9ala,Tereu 


Bob 


18.95 


1.14 


19.09 


10089 


4/7/76 


Deluna, J, 


Ann 


23.97 


1.44 


25.41 


10090 


m 


Norman, Mari 


Ann 


9.97 


.60 


10.57 










$354.59 


$21.23 


$375.63 



A Hint: Start by sorting out all sales orders with Master Charge checked. 
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LAST NAMt 



SAL 



AOORESt 








Ml 


tITT 


A 












A 



HP 



OATI 




DAY 



















□ CASH □check 



TELIPHONI NO 



tfei6H^l7l/l4-1? 



C6«T. 



MC 




/25 



il2£ 



CALIFORNIA CATALOG 

SHOWROOM STORE 



I MERCHANDISE TOTAL 
^^^^|SALES TAX 
RE I TOTAL 



7\00.\ 



Mas. 



SQ MS. 


LAST NAME 




0 




m 




I 






AOOnESS 






P 




s 


fi\n 


F 


s 




p 


L 








CITV 




ST ATI 






0 1 


£ & o 


















C /9 



SALES ORDER 

10061 

□ CASH □ CHECK 



Z\P 



DATE 



TELEPHONE NO 



/ / b 



MO 


DAY 


Yfl 




7 


7/ 



A C 



09 BA 

□ GIFT 
CENT. 







L A1 ALOC 


NO* 








P«»C t t ACH 




✓ 


0 




0 


1 


2 


7 / 






77l:?6 


77 i 3^ 


✓ 


0 




0 


i 


y 


7 a. 








3 \90 




0 


G 


0 


1 


i 


7 / 




;78i 


8125 


9 \3S 



CALIFORNIA CATALOG 1 



MEf^CHANOISE TOTAL 



SHOWROOM STORE t 



SALES TAX 



TOTAL 



gg |35 



S I SO 



93 \SS 



LAST NAM! 

S^' lAlRlElVlAlLlol KnAlMElO 



AOOWESS 



CJTV 



STATi 



dA 



Akik 



SALES ORDER 

10062 

Q CASH [PJ^HiCK 



ZIP 



^ 0 c fi-O 



MO / 


DAY 


YR 









TELEPHONE NO 



□ QIPT 
CERT 



□ MC 









0 


7 


X 







































P.RK C t AC H 



ERIC 



CALIFORNIA CATALOG 

SHOWROOM STORE 



73 




S9\So 




1 








> 

1 






! MERCHANDISE TOTAL 




So 


reI 


SALES TAX 




^7 


1 TOTAL 




07 
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LAST N 








AOOMIM 






a> /^kifj 1 1 1 : 

<TATf 


CITY 

\5\/ffi 




c 


A 



B4 



SALES ORDER 

10063 

CbR. 

Q CASH CHECK 



MO 1 DAY 




V 1 -f 





A C 



S\<i\/\3\6W\7 



CEMT. 



□ MC 




so 



CkUVnmik CATALOG 

SHOWROOM STORE 



MERCHANDISE TOTAL 
^^^^|SALES TAX 

iRE 



1!L 



as 



so 



so 



^AlT NAME 

sr.. rclolo re 1 9 




1 


7 




1 1 1 


1 


ADOHtSS ^ ^ 


L 


L 


ftIO A P 


1 

STATE 


CIT 

e 


V 


K E e.s f i E 


L 0 








C 


A 




1 







SALES ORDER 

_ 10064 

CASH Q CHICK 



□ GIFT 
CERT. 



□ MC 







1 


0 


1 


1 




1 



































2i 



/Z1 



31 



SHOWROOM STORE 



i MERCHANDISE TOTAL 
^^^^|SALEt TAX 

RE 



J2± 



137 



21 



ERIC 



LAST N 

sr.; h\c 


AMI 




















AODAESS 






/|/|7| 






STATI 




1 
1 


DATE 

MO 1 1 

y 1 


JAY 

7 


Y 

7( 


1 

\ 


1 1 

TELEfHON 

AC mT^ 


E NO 

a 7 


C 
/ 


7 



SALES ORDER 

10065 



O ^CHBCK 
□ iA □ MC 

□ GIFT 
CERT 




LIFORNIA CATAiLC> 

SHOWROOM STORE 



MERCHANDISE TOTAL 



SALES TAX 



TOTAL 
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LAST M 

sr.; If! I 


AM(. 






l^LLL 


e 1 1 1 


ADDRESS 


1 el.o 






llATf 


CITY 

XI ?7 


AO '2 







SALES ORDER 

10066 

Q CASH gfcMtCK 



DATS 



TiLiPHDNC NO 



. MO. 1 DAY 


YK 


4\-i 





I AC j 



□ 



□ MC 



OIFT 
CERT. 




CALiFOfiNIA CATALOG 

SHOWROOM STORE 



v merchandise total 
■sales tax 

RE I ^T**- 



20 



Of 



MS. 
ADDBtSS 



LAa 
C 


T NAME 


T 






B 













• AMt CkH. 



| 3|/|vUI liQ|yy|^|v^l/KKI^I \D\fi.\\\o\B 



ST ATI 



' DATE TeT 



SALES ORDER 

10067 

[2JcASH ['5:Mfc»" 













DATE 






9 


2 


1 


3 


0 


MO 

V 


DAY 

7 


7« 1 



5. 



7 3 y? 



□ 



□ MC 



OlFT 
CERT. 



9 



1 



9S 



95 



CALIFORNIA CATALOG 

SHOWROOM STORE 



1 MERCHANDISE TOTAL 
^^^^|SALE5 TAX 

RE \ T""- 



/y \fs 



9S 



22. 



jgj'MR. 
C MS. 






r 




2> 




Mill! 


ADDRESS 


F 


0 




r 














STATC 


CITY 

WW 


A 


A/ 


5 


DATE 

mO ( 

-4^ 


)AY YR 

-7 — 


TEL 
A 

7i 


EP» 

C 


-ION 

A 


E NO 

3 7/7 


(r 7 



/I 



SALES ORDER 

10068 

Q CASH Q CHECK 



□ ■* 

□ GIFT 
cenr. 



PBjCE t ACH TOTAL 




ERIC 



CALIFORNIA CATA LOG 4 

SHOWROOF^I STORE 



MERCHANDISE TOTAL 



■SALES TAX 



TOTAL 



f^\7^ 



SORTING, CHECKING, AND VERIFYING 
STUDENT WORKING PAPERS PAGE 21 



AODWIM 



mmmmmmttmmfninMm 



l^-doklfji \Kio\M l/tip!tM4l^llU a 



5flLwl If-hlAlHlgJ libido 



m 



SALES ORDER 

10069 



OATI 



TltMHONINO. 



□ BA □ Me 



' CENT. 



CALiraiiNIA CATALOG 

SHOWROOM STORE 



I MERCHANDISE TOTAL 
^^^^|$ALIS TAX 

RE I 



as. 



5a 



B MM. 

□ MS. 

AOOMM 



•AM« 



AOOWIM .... I I I I I I I I I 1 I I I 

12161 IMIolOlAilglAHrlgl |C|l|f?| C|L|C| I I I I I 

CITY , II I l^rV" ! 



slAlril lfltlAlol|c|i|s|c|o 



SALES ORDER 

10070 

D Q CHICK 



MO 1 DAY 




f 1 1 





TELEPHONE NO 



S h^4^13l3|/|2|2|/ 



□ tA MC 

CERT. 



r 








So ' 




T O I At 










fa 


1121 


9 








1 










LSI 


23197 


23 
























1 


















RNIA CATAL06 1= 
SHOWROOM STORE 


NANOfSE TOTAL 


3f 






■sales tax 













CfMW. 
□ MS. 




AM 


^.0 Y 




JiU MUM 


ADD 

4 


RESS 






e 


III 

STATI 


CITY 


DATE 






! 1 lA 

tele^*hone no 


^5 1 


2-4 




MO DAY TH 

:#<;s^ 








1 LAtAtOC 









SALES ORDER 
10071 

cm. y 

Q CASH Q^HiCK 



□ SA □ MC 

□ 



GIFT 
CERT 



¥1 



Ion ^^'f^^'^^f^ 



ERIC 



CALIFORNIA CATALOG 

SHOWROOM STORE 
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A MR. 

a M3. 

A00WI>8 



HraFanRaBGBfaHHaniHHgffli 



i\o\s\ \m\s\F\i\f\s 











/24 




ST 


Mi 



SALES ORDER 

10072 

Q] CASH QCHCCK 



OATC 



TELEfHONe NO 



















P 


3 




/ 




7^ 


( 
























































♦ 

1 

1 



CALIFORNIA CATALOG 

SHOWROOM STORE 



I MERCHANDISE TOTAL 
IsALES TAX 

RE t^iiL 



/g 97 



30 



LL 



gr..j^lE U 0 


^) 


S 












ADQWESl 

11161 !.sir|A(?L 


1 


lit 


/?|fl A 


p 

STATf 


KlAIRlV 5 \; 1 Li: 

ZIP DATE 








TCI 




40NE NO 



SALES ORDER 

10073 

Q CASH (gCMtCIC 



MO 


DAY 




f 


-1 





A C 

Sir 



8I?|7|/|/!21/ | 



□ "A 

□ OIFT 
C«RT 



□ MC 




CALIFORNIA CATALOG 

SHOWROOM STORE 



I MERCHANOISb TOTAL 
^^^^|SALES TAX 

RE I ^o^**- 



^9 \S0 



ih \/7 



73 \61 



□ MS. 1^ K 0 


10 Y\ 






0 0 










4: 






1 


AOORE 

ai 




del 


D 


r i 






1 1 1 1 1 1 U 

STATE 


CiTr 




OATC/ 


0 








1 

TELCP> 


-ION 


E N 


0 


a 


A 







SALES ORDER 

10074 

Q CASH QCHtCK 



□ 



□ MC 



OlFT 
CfRT 



'NO HRlCl tACM 



'^/j- CATALOG NO ' QTY Of SC I P T I Q N . , - i^fJd^ PR.CtlALM , ,^.«t , 



ERIC 



CALIFORNIA CATALOG 

SHOWROOM STORE 




MERCHANDISE TOTAL 



SALES TAX 



TOTAL 



Jill 
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□ MM. 
JBMS. 



Aooncss 

[AlL^i^lB^ LAN 




1 


CITY 

Los A^)6}BLBS 















>AMt Ckll, 



SALES ORDER 

10075 

□ CASH □CMfCK 



ZIP DATl 

^ I .1 ^1 ^1 L MO I DAY I YW __ 



TCUC^HONC NO. 



□ 



OIPT 
CERT. 



✓ 






0 


t 


✓ 








( 





'';,^fio^ ; :'fPiCt I, ACM- 




CALIFORNIA CATALOG 

SHOWROOM STORE 




□ MS. 
AOONCM 



ill 



C A 


AMt 

RiV HR 




WW 1 




c arIlIos 







CITY 



STATt 



L\o\s\ \f<\ti\c\i\L\e\s 



Chkis 



SALES ORDER 

... 10076 

□ CASH □chick 
□ MC 



8A 



MO 1 DAY 


YR 


f 1 1 





TEUEPHONg NO 



A C 



3WY7\l\0\f^ 



□ OIPT 
CE«T. 



L A I Al OG NO 



O . PMfC L I ACH , TOT Al 



✓ 0 



2XV 



CALIFORNIA CATALOG 

SHOWROOM STORE 



I MERCHANDISE TOTAL 
^^^^|SALES TAX 

RE I 



11. 



ML 



IS 



If 



34- 



ERIC 



□ MS. 



Aoonc 

/ 7 


ss 

SUN Si_T 


Co (J 




r 


1 1 1 


statc 




0 








1 M 






ZIP 


70 S 




3ATB 

MO C 


)AY 

7 


YR 






























m 


C A T Al OG 


NO 








U f S C M 1 P 


T 1 O N 







/Si 



SALES ORDER 

10077 

■ kH. . 

[^CASH Q CHICK 



□ OIPT 
CERT 



□ mC 









5 


/ 






/ 








9f 




if 


y 






0 


/ 






, / 






^? 




























1 




















\\H CATALOG^ 


MERCHANDISE TOTAL 


n 






11 r 




■SALES TAX 






SHOWROOM STORE 


1 TOTAL 


VAJ 
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□ MS 
AOOfUSS 



LA«T W AMI 



SALES ORDER 

10078 



C»TV 



$TATI 



Q CASH 
0^A 



□ CMiCK 



MO 


DAY 


YR 






7^4 



TILlfMONENO 



A C ■ 

523 



J("4/I3ld^l7 







LAl/CKLOG NO " : 


✓ 






0 


1 


9 




/ 






0 


/ 


a 

t 


/I 


/ 






0 


L 







□ GIFT 
CERT. 



Alum//ouu /e/OAJ(S KACJUBTS 



SHOWROOM STORE 



Imerchanoise total 
^^^^|sales tax 

RE I ^^^"^ 



/A \ffr> 



7£. 



/o 



7sr 



LAtT M 

01 M9. i f\ 




/ 


S 


1 1 1 1 1 1 1 1 1 


AOORESS ■ ■ 1 






STATf 


\m\mc\B\0\ 


DATE 


TELEPHONE NO 




wmm 


1 


MO DAY YB 

^ 7 7^ 





SALES ORDER 

10079 

Q CASH QcMicic 



ni GIFT 

1£>CE«T. 



□ mc 



1^ 



13S 



CALIFORNIA CATALOG 

SHOWROOM STORE 



1 MERCHANDISE TOTAL 
■SALES TAX 

RE 



n \9'> 



2t \if 



□ mh. 
(3 MS 
AOOfUSS 



•ULSt CLK. 



|^|Q|ol7l£l l/| |>9l6lxl I/I/I71 



SALES ORDER 

10080 



Zir ^ PATE 

If|5|3l7kl 



TELEPHONE NO 



DAY 



YR 

HI 



A C 

HZ 



H2I (.1 



/ -2 



□ BA 

□ GIFT 
CERT 



□ MC 



ERIC 







C A ! AlOC^ 


HO ' 








PRiCttACH 




✓ 


T 


/ 


0 


\ 


(> 




n^sl A^y 




























1 — 














\ 




MERC 


HANOtSE TOTAL 


1 


CALIFORNIA CATALOG ' 




^|SALES TAX 


7 














SHOWROOM STOI 


RE 


/ 1 TOTAL 


/39 \0J 
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S MM. 

□ Ml. 

AODRCSS 



C H R 1 S T I 




iJ C 








1 1 







^ouwc;» . . I i 1 I I 1 1 1 I I I "i 

khlPITlfllfll ic 0 o¥t Alf T |||2|6| 



CITY 



STATg 



SALES ORDER 

10081 

□ CASH QcMecic 



ZIP 



DATf 



TtLCPHONf NO. 



MO 


DAY 


Yl 




1 


•IS 



A C 

3BE 




□ OIPT 
CERT. 



9 



MC 



31« 



32 



75- 



CALSFOIiNIA CATALOG 

SHOWROOM STORE 



1 MERCHANDISE TOTAL 
^^^^^|SALES TAX 
RE I TOTAL 



3Z 



e 



2 



3L 



IS 



10 



so 



to 



B MM. A 

□ MS. T\h 


AMt 

MIU frA 




GEO 




r,E 1 1 1 1 1 1 


AOonESS 

MIZIll ILIEIMIOM 


5 


r RE 


ET 

STATE 


lelOWEIKIA L 






CA 




DATE 

1 MO DAY YR 

1 -11. n IL 





SALES ORDER 

1Q083 

Q CASH Q CHICK 



□ GIFT 
CERT 



□ MC 



✓ 


0 


6 


0 


1 


41/ 






13 




u 


\97 




H 


2 


0 


\ 


6|di i 






II 






\so_ 
















MERC 


MANDICP T 


nTAt 




1 


CA 


LIFORNIA CATALOG ■ 




^|SALE8 TAX 






SHOWROOM STORE 




3-7 


\62_ 



CS MM. 

□ MS. 


c 


LT^ 


AM 

R 


L_ — 1 

/ s 


T 


C 


P 


H 


f 




i 


d|/Yl \ro\M 1 


ADDRESS 

/ 00 


9 




F 




Q 


/) 








.Ul Mill ! 

STATE 


CITY 
ZIP 

939 


I 
2 


i 


L 


DATE 

MO 

Y 




)AY Y 

7 li 


R 




TEL 
A 


.EPHONE NO 

kS9l/^ 


c 
y 





SALES ORDER 

_ 10083 

3 CASH Q CHECK 



□ •* 

□ GIFT 
CEWT 



□ MC 



CAl AUOO NO « 



P t •» C p J T I O N \, 



ERIC 



CALIFORNIA CATALOG 

SHOWROOM STORE 




^1 
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□ MM. 
AODWESt 



•AMI «tM 



5UTI 



SALES ORDER 

10084 

g CASH □chick 



DATE , TtLtPHONt NO 



□ "A 

□ GIFT 
CERT. 



U f HJP.T IO N 




aamKoaBmBi^^jiiisdmmmmmK^^mm^ total 

CALSrOftt^EA CATALOG I i, 

SHOWROOM STORE 



J2. 



IS 



It 



a. 



kMMca* I 



D 



Btlel III Iti ok 



urn 



STATI_ 



CITY 

|fl,slttldu 



SALES ORDER 
10085 

□ CASH (gXHICK 



ITT" U_ TtLtPHDNfNO ■ ■ ■ I 



□ 



□ MC 



GIFT 
C6RT. 



O f C H t P T t O N 



^^M^^^^^^^^^^^^^^^^^l MtHCHANUISE TOTAL 

CALIFORNIA CATALOG • 1 

SHOWROOM STORE I 



SALES TAX 



TOTAL 



ERIC 



B MM. 1 

□ MS. ' 








ADDMCSS 




/?kiilDiJ_LL 


ATt 




£ R5g{lg|MP 

DATE , 

r. I ..1 I MO oAt >^ — 1 


XI ^ 

TELEPHONE NO 

3^t£f J2* 


7 



✓ 






0 


1 


2 


8 


/ 



































CALIFORNIA CATALOG 



SALES ORDER 
10086 

g CASH Q CHECK 



□ GIFT 
CERT 



□ MC 



PP»Cl'tACM TOTA L , 









■1 




1 






I MERCHANDISE TOTAL 


/f 


f5 


RE 


1 


SALES TAX 


/ 


|2C 




1 TOTAL 


2./ 
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□ urn. 
a MS. 

AOOWIM 



VMT NAM! 


0 




r 




£ S 














C/9 


STL 


B 















SALES ORDER 

10087 



CIT 


V 




















STATf 


i/ 


1 


s 


r 


/9 



































OAT I 



TELEPHON8 NO. 



mam 



. MO 1 DAY 


Yi 


V 1 7 





A C 



?13 7 / 7 3 



□ CASH 

□ tA 

□ OIPT 
CERT. 



□ check 

Q^MC 




iFORNIA CATALOG 

SHOWROOM STORE 



■ MERCHANOISE TOTAL 
^^^^|SALES TAX 

RE I TOT*"- 



/9 \9S 



/S \9S 



/ !/y 



□ MM. 
-QB MS- 
AOOWESS 









A 


□ 









■Aug CkH. 



CITV 



STATi 







SALES ORDER 

10088 

□ CASH gJcMlCK 



2IP DATE TELEPHONE NO 



MO 


DAY 


YH 









□ GIFT 
CERT. 



□ MC 



' CA t ALOC NO ' 



d-HAUPfOO ^-lA/OE ^CBSbT 



PRIC € I ACH 



CALIFORNIA CATALOG ^ 

SHOWROOM STORE 



MERCHANDISE TOTAL 




[sales TAX 



TOTAL 



/ 



7± 



ERIC 



□ MS. 


■UAIT N 


AM 


F-I— 1 




■■ v7 


IL 


/4 


fJ 






1 


AOI 


>RE 


ss 




^ / c 


0 




A 


a\e) 






T 






ST 


ATf 


C«T 


V 

A 


a; ^7 


















e 





A 



SALES ORDER 

_ 10089 

□ CASH □chick 



wo 


DAY 


YR 




7 





□ BA 

□ 



0^ 



GIFT 
CERT 




CALIFORNIA CATALOG 

SHOWROOM STORE 



MERCHANOISE TOTAL 



■SALES TAX 



TOTAL 



AS 



/I 



8 



SORTING, CHECKING. AND VERIFYING 
STUDENT WORKING PAPERS PAGE 28 





AMI 

H MA hi 




A/ 






1 


0 

















ADDRESS 



d<g|gl^TTl \A\p\r\ \C> 



CITY 



STATI 



JO T 



SALES ORDER 

10090 

Q CASH □CHfCK 



DAT! 



TtLEPHONg NO 



MO 


DAY 


YR 




L_;zJ 











A C 



^7UI/L3l46 



□ "A 

□ 



MC 



CE«T 



CArAl,'oO;NO, • j[.j ^|t-Y, '-^ > ^ ' . * O F S C H I P T I O N 



PR»Ct t ACH ; ^ TOTAe 



CALIFORNIA CATALOG 

SHOWROOM STORE 




ta MS. 

ADDRESS 



G 1 


AM 

t 


6 e R 


T 




5 A 




p 


y 






1 1 






U 


5 5 e1 


X 






£ 


r 









CITY 



SUTt 



SAM 0 I e& 0 



SALES ORDER 

10091 

CWK. 



ZIP 



DATE 



TELEPHONE NO. 



^1211 lil6 



MO 


DAY 


YR 




T 


16 



^2l3m?l7|/|2 



□ 



□ MC 



CE«T 
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PRE-TEST/POST-TEST I 
PART 1 

NAME 

Directions: Read each of the questions below. Answer each question using sales 

order forms No. 10060 to 10098 on pages 18 to 30 in your booklet. 
Put your answers in the answer column. 

1 . 1 . How many sales orders were completed for women? ' 

■- • 

2. 7. Did more men or women purchase styler dryers? 

3. 3. Howmany Shower Massagers No. P301 82 were sold? 

4. 4. How many customers ordered three different items on one fcrm? 

5. 5. Which customer had the highest sales total on one form? 

6. 6. What is John Christopherson's phone number? 

7. 7. What is the street address of Ray Carver? 

8. 8. How many customers purchased Alarm Clock No. H20168? 

9. 9. What was the amount of the highest sales tax on any one form? 

10. 10. Which sales order was made out to Franklin Washington? 

11. 11. What was the least expensive item sold during the day? 

12. 12. What was the total amount (including tax) on Sales Order 10079? 

13. 13. In what city does Diana Hennry live? 

14. 14. How many sales s!ips did Chris complete? 

1 5. 1 5. What is the price of one Crock Pot No. H201 28? 

16. 16. Hijw many people paid using a BankAmericard? 

17. 17. How many wrist exercisers (No. S80171) sold? 

18. 18. How many Aluminum Tennis Rackets (No. S80192) sold? 

19. 19. H ^w many customers have a phone number in the 209 area code? 

20. 20. Vvhat was the total amount sold to Diane Henry? 



ERIC 
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PRE-TEST/POST-TEST I 
PART II 

DIRECTIONS: Use sales slips 100611 through 10093 to verify thedata on the sales summary sheet 
below. If you find an error on the summary sheet, draw a line through the error. Place your cor- 
rection abov5^ the incorrect item. 







SALES SUMMARY 


BANKAMERICARD 






Sales 






Sales 


Mdse. 


Sales 




Order 


Date 


Customer 


r' Clerk 


Total 


Tax 


Total 


10061 


4/7/76 


Arellano, M. 


Bob 


$ R8.25 $ 


5.30 


1 

$ 93.55 
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4/7/76 


Carver, Ray 


Chris 


53.15 


3.91 


56.34 
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Chocon, Juan 


Ann 


51.65 


3.10 


54.75 
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4/7/76 


Tamora, George 


Terry 


35.74 


2.13 


37.06 


10093 


4/7/76 


Kinney, Sara 


Ann 


34.47 


2.07 


36.54 



$263.26 $ 16.51 $278.24 



PART III 



DIRECTIONS: On the last page of your training manual, you will find sales orderformsNo. 10105 
and 10106. You are to complete these forms using the information given below. Please date all 
forms 4/8/76. 



Sales 
Order 



Customer 



10105 Mr. Randal Keats 
21 Oak Grove 
San Carlos, CA 94070 
(415) 599-2217 



Method Item Purchased 
of Catalog Number 
Payment Page Number 



Cost 
Each 



Total 
Sales 
Tax 



B/A 



3 baseball 
gloves 
No. S80189 
p. 345 



$ 13.95 $ 2.51 



10106 



EKLC 



Ms. Bette Smith 
21 Town Drive 
Napa, CA 94558 
(707) 236-1127 



Check 



56 



2 pens 
No. 060157 
p. 237 



3.97 



.36 
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PRETEST/POST-TEST I 
PART IV 

Before starting Section I, separate Sales Orders No. 10060—10098 by cutting them along the dotted 
lines. Be sure to use only forms 10060-10098 to answer the questions below. 

Section I 

DIRECTIONS; Now arrange your sales order forms in numerical order, according to sales order 
numbers. List the sales orders rec. jested below, starting with the 4th order form from the top of 
the stack. 

Examples: 2nd order form in the stack 10C31 
6th order form in t^e stack 10065 



4th 14th 25th 34th 

5th 17th 27th 35th 

7th 18th 30th 37th 

9th 21st 31st 38th 

11th 24th 33rd 39th 



Section II 

DIRECTIONS: Place the sales order forms in alphabetical order, according to the customer's last 
name. List the sales order numbers for the forms requested below. 

Examples: 1st order form in the stack 10061 

9th order form in the stack 10060 



.2nd 7th 17th 25th 

3rd 8th 18th 26th 

4th 14th 20th 27th 

5th 1 5th 2 1 st 36th 

6th 16th 22nd 38th 



57 
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NAME PRE-TEST/POST-TEST II 

PARTI 

Directions: Read each of the questions below. Answer each question using sales 

order forms No. 10060 to 10098 on pages 18 to 30 in your booklet. 
Put your answers in the answer column. 

1. 1. How many sales orders were completed for men? 

2. 2. Did more men or women purchase alanm clocks? 

3. 3. How many electronic calculators (No. 060149) vyere sold? 

4. 4. How many orders came from people living in San Diego? 

5. 5. Which customer had the lowest sales total on one form? 

6. 6. What is John Christofferson's phone number? 

7. 7. Did Elsie Flanagan pay by MasterCharge? 

8. 8. What is the street address of John Christofferson? 

9. 9. How many customers purchased styler/dryer No. P30137? 

10. 10. What was the amount of the lowest sales tax on any one form? 

11. 11. Which sales order was made out to Sara Kinney? 

12. 12. What was the most expensive item sold during the day? 

13. 13. What was the total amount (including tax) on sales order No. 

10092? 

14. 14. How many people paid cash for their orders? 

15. 15. In what city does Diane Henry live? 

16. 16. How many sales slips did Bob complete? 

17. . 17. How many people paid using a MasterCharge card? 

18. 18. How many customers have a phone number in the 714 area code? 

19. 19. What was the total amount (including tax) sold to Jose Rodriquez? 

20. 20. What did Ms. Flanagan purchased by check? 
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PRE-TEST/POST-TEST II 
PART II 

DIRECTIONS: Use sales slips 10061 through 10098 to verify the data on the sales summary sheet 
below. If you find an error on the summary sheet, draw a line through the error. Place your cor- 
rection above the incorrect item. 

SALES SUMMARY GIFT CERTIFICATES 



Sales 
Order 



Date 



Customer , 



Sales 
Clerk 



Mdse. 
Total 



Sales 
Tax 



Total 



10079 4/7/76 
10049 4/7/76 
10097 4/7/76 



Thrin, Doris Bob 
Johnson, Caroline Ann 
Caillo, Conception Terry 



$ 18.97 $ 1.41 $ 20.11 
34.74 2.07 36.45 
83.87 5.03 89.80 



$137.58 $ 8.51 $145.55 



PART III 

DIRECTIONS: On the last page of your training manual, you will find sales order forms No. 10105 
and 10106. You are to complete these forms using the information given below. Please date all 
forms 4/8/76. 



Sales 
Order 



Customer 



Method Item Purchased Total 
of Catalog Number Cost Sales 
Payment Page Number Each Tax 



10105 Mr. James Reedy 
33 Oak Court 
San Carlos, CA 94070 
(415) 591-1112 

.10106 Ms. June Richmond 
33 Bell Avenue 
Napa, CA 94558 
(707) 211-3267 



M/C 



Cash 



3 tennis 
rackets 
No. S80191 
p. 345 

1 pen 

No. 060158 
p. 238 



$ 13.95 $ 2.51 



GO 



4.00 



.24 
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PRE-TEST/POST-TEST II 
PART IV 

Before starting Section I, separate Sales Orders No. 10060—10098 by cutting them along the 
dotted lines. 

Section I 

DIRECTIONS: Place the sales order forms in alphabetical order, according to the customer's last 
name. List the sales order numbers for the forms requested below. Be sure to use only forms 10060 



-10098. 

Examples: 1st order form in the stack 10061 
8th order form in the stack 10067 

3rd 10th 19th 26th 

5th 11th 20th 28th 

6th 13th 21st 29th 

7th 14th 23rd 32nd 

9th 17th 24th 34th 



Section II 

DIRECTIONS: Now arrange your sales order forms in numerical order, according to sales order 
numbers. List the sales orders requested below, starting with the 3rd order form from the top of 
the stack. Be sure to use only forms 10060—10098. 

Examples: 2nd order form in the stack 10061 
7th order form in the stack 10066 



3rd 15th 23rd 33rd 

6th 16th 26th 34th 

8th 1 7th 28th 36th 

10th 19th 29th 37th 

1 2th 22nd 32nd 38th 
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